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ASC Asset Management – Monitoring and Reporting Procedure
Purpose 
This procedure outlines the processes and responsibilities for:
· Reconciliations

· Stocktakes

The purpose of monitoring and reporting of assets, through the conduct of reconciliations and stocktakes, is to ensure the accuracy and reliability of asset management information, and to provide a means for monitoring the security and use of assets.  Poor monitoring and reporting of assets leads to inaccurate (and misleading) information, especially in financial statements, and can lead to the misuse, abuse or theft of assets.

Reconciliation

The ASC undertakes two monthly reconciliations between the Finance One - General Ledger and the Fixed Asset Register to ensure that any discrepancies between the two are identified and rectified within a timely manner.  This is an important step to ensure the accuracy and reliability of the information held within the Fixed Asset Register.
Procedure

Commercial & Facilities Division
Commercial & Facilities Division undertakes a limited reconciliation aimed at identifying and recognising any purchases that should be included in the Fixed Asset Register. 

A daily review of the content of the Asset Control Clearing Account and Work in Progress Account is conducted by the Asset Clerk  to  confirm that the Fixed Asset Register and the General Ledger Accounts  have been accurately added (recognised/capitalised) to the Fixed Asset Register:

· Asset Control Clearing Account for computers, furniture and equipment, marine fleet and motor vehicles.
· Work in Progress Account – infrastructure, plant and equipment .
The reconciliations of these accounts are then reviewed by the Manager Logistics. 

Any items remaining in the Asset Control Clearing Account at the end of the month are investigated by the Asset Clerk with details noted and are rectified by the end of the following month.
The end-of-month reconciliation is then conducted and the report is forwarded to the Senior Financial Accountant (Finance Division) within three days of the asset close-off date for that month. 
Finance Division

The Senior Financial Accountant conducts a monthly reconciliation between the balance of the Fixed Asset Register, by class of asset, and the relevant general ledger accounts.  The reconciliation is performed at the end of each month.  Any discrepancies are investigated and resolved prior to finalising the reconciliations and then having them reviewed by the Deputy Finance Manager – Operations.

Monthly reconciliations between the Works Ledger and the General Ledger for Minor Works and Buildings are conducted by the Senior Financial Accountant at the end of each month and are reviewed by the Deputy Finance Manager – Operations. Any completed projects are added to the Fixed Asset Register (capitalised) on a monthly basis by the Senior Financial Accountant.   
Stocktakes
The purpose of a stocktake is to:

· ensure that all infrastructure, property and equipment assets and portable and attractive items
, owned by the ASC, are accurately recorded in the Fixed Asset Register;
· ensure that all assets recorded in the Fixed Asset Register exist; and
· identify any assets and portable and attractive items that are surplus to  requirements, obsolete and/or damaged, or lost or stolen. 
The ASC conducts two different forms of asset stocktakes, an external stocktake (or independent stocktake) and an internal stocktake (or non-independent stocktake).  Each type of stocktake is to be conducted once every two (2) years and should be conducted in alternate years. In addition, sample stocktakes will be undertaken by logistics staff to confirm the counts resulting from the internal stocktakes.  The CEO, following discussion with the Director Commercial and Facilities Division, will determine which type of stocktake is to be conducted.
Responsibilities
The Manager Assets and Security in Commercial and Facilities Division is responsible for the coordination and conduct of ASC stocktakes.
Cost Centre Managers have a responsibility to assist Commercial & Facilities Division in meeting stocktake requirements within their program.

All ASC staff are responsible to assist as required in the conduct of stocktakes.

Procedure

The stocktake is to be carried out in the latter half of the financial year with sufficient time to allow any necessary follow-up prior to the end of the financial year.  Ideally stocktakes should be completed before the end of May each year.

The Director Commercial and Facilities Division will send out an ASC Minute informing all Cost Centre Managers with asset responsibilities of the impending stocktake, the time lines associated with the stocktake and instructions on what to do in preparation for the stocktake. This will include a copy of the Program’s Asset Lists by Cost Centre.
Note: The timing of the stocktake is generally arranged around the availability of most programs (AIS Sports in particular) so as not to clash with travel plans and competition dates but on occasions this is unavoidable.
Programs are given up to one (1) month to locate all assets within their portfolios or gather up relevant paperwork relating to an assets existence and location.

After this lead in time, programs are individually contacted by asset staff in Logistics to arrange a date and time to meet and to start the stocktake of items on the list.  By this time it is expected that programs have located most of the assets on the list or have paperwork to support there whereabouts.

Stocktake teams are formed to carry out the process of the stocktake count. The makeup of stocktake teams will depend on the method of stocktake undertaken as identified below:  

Independent 100% stocktake:  independent teams made up of at least two (2) individuals from various ASC programs are selected to perform an independent count of all assets. 

Note:  individuals will not be counting their own programs assets.

Non – independent stocktake:  Stocktake count is conducted by Cost Centre Managers or their representatives and a stocktake team from Logistics is sent to review their findings by undertaking a Sample Stocktake. This form of stocktake checks all applicable asset management documentation against a sample of assets that has been counted in the stocktake. 
Each asset is to be marked off the list as it is located and identified.  
As each asset is located it should be tagged with a dot or marker to show it has been counted so as to avoid missing any items.

If an asset cannot be located, then relevant paperwork should be provided by the program explaining its whereabouts i.e. transferred to another location/cost centre, registered in the Loans Register as on loan to an individual or program or written off.
Any assets on the list that cannot be found and where there is no supporting paperwork are to be recorded for further action by Logistics. 

While performing the stocktake, Cost Centre Managers should also identify any assets that do not appear on the provided stocktake asset list.  The stocktake team will note the details of the asset (e.g. asset number, serial number, description, location etc.) and pass this information on to Logistics  for further action. 

On completion of the stocktake, the results of each cost centre asset list are uploaded in to the Fixed Asset Register in Finance One and a discrepancy list for each cost centre is produced.

The discrepancy list for each cost centre is sent back to the individual programs.  A period of no more than five (5) working days is allocated to Cost Centre Managers to either accept the list or make another attempt to locate missing items.

Once the final lists are returned to Logistics, any adjustments found are collated and information is uploaded in to the Fixed Asset Register in Finance One by the Assets Coordinator.  


A final stocktake report in the form of an ASC Minute is prepared by the Manager Assets and Security.  The report is then considered by the Director Commercial and Facilities Division prior to submission to the CFO and CEO who have the delegation to write off assets.

Once a decision has been made as to what actions are to be taken i.e. further investigation or disposal,  Logistics will carry out the recommendation in accordance with the relevant procedure.
Related Documents
ASC Asset Management Policy
ASC Asset Management Procedures – Acquisitions

ASC Asset Management Procedures – Operation and Maintenance

ASC Asset Management Procedures – Disposals

ASC Finance One User Guide for Assets (Logistics)

ASC Capital Purchases Policy

ASC Credit Card Policy

ASC Financial Delegations
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� Portable & Attractive:  are items that are:  


valued less than $2000;


not a laptop, personal computer or a laser printer; and


an item that is desirable and easily portable.
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